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Adult Reentry Grant

Fiscal Responsibilities
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What we will discuss:

¢ How to locate and save the Invoice Workbook
¢ Instructions for submitting Financial Invoices
¢ Desk Review Process

o

nstructions for submitting Line Item detail change request
and/or Budget Modifications

¢ Instructions for requesting an Advance Payment
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ARG Fiscal Responsibilities
PowerPoint slides

ARG Sample Invoice

Eligible and Ineligible Project
Expenditures

Instructions for Invoice Supporting
Documentation

Supporting Documentation
Checklist

Documents Referenced

Salaries and Benefits Worksheet
Desk Review Sample

Sample Email for Budget Modification and
Line Item Change

Budget Modification form

Advance Payment Request form
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Invoice Workbook

Advance
Payment

Invoice

Workbook

Due Dates

Budget
Narrative

Financial
Invoice

Budget
Modification
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How to locate the Invoice Workbook

Board of State and Community Corrections

m/\,,i

Welcome to the Board of State and Commumty Corrections

@ 0 O

Training Inspections Construction

Invoice workbooks are located on the Board of State and
Community Corrections (BSCC) website under the Corrections
Planning and Grant Programs Division (CPGP) webpage:
http://www.bscc.ca.gov/s correctionsplanningandprograms/.




On the CPGP webpage, locate the CPGP Quick Links and select Grantee Invoicing.
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CPGP QUICK LINKS

Corrections Planning and Grant Programs

The CPGP Divithon administers federal and state grant programs for local partners that are designed to redece recidivism through intervention, education, and prevention strategies.

CPGP Grants Overview - FOF
CPGP Current Competitive Geant Cycles - 707

=» BSCC Data Dashboards

Explore Programs & Services in Local Corrections Systems

CPGP Deputy Director
Mary Jolls
L8 334192
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Grantee Invoicing o Thioice

The invoice workbook links below are password protected, macro-enabled Excel files.
Workbooks

You must enable macros in order for the forms to work as designed. A macro is a series of commands or instructions and functions such as calculations that are stored within
the documents for tasks that are performed regularly and repeatedly. Note: Enabling macros will in no way compromise the security of your local system, nor the are l OcatEd
security of your agency’s network.

Depending on the macro security settings on your computer, when you select your agency's file, you may get one of two prompts: u nd er th e
1. Aprompt to choose whether to énable or disable macros when you access your agency's file. If you do get this prompt, select "Enable Macros®; or re S pe Ct | Ve
2. A Security Warning prompt that allows you to trust any document containing macros from the Board of State and Community Corrections (BSCC). Check the
box next to "Always trust macros from this source"; then select “Fnable Macros". In the future, when you open your invoice workbook from the same computer, g ra n tee
macros will be enabled and you will not have to repeat this step. p r 0 g r a m

You will next get a prompt to enter your agency’s password, If the password is entered correctly, the invoice/modification form will open up and will be ready to receive

information. . CI I Ck On

For further instructions, see the Instructions tab on your invoice workbook.
the expand

Adult Reentry Grant (ARG) Icon.

Cohort | Rental Assistance Invoices (Grant Period 8/1/19 - 02/28/23)

Cohort Il Rental Assistance Invoices (Grant Period 9/1/20 - 2/28/23)
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How to Save the Invoice Workbook

Adult Reentry Grant (ARG)

Rental Assistance Invoices (Grant Period 8/1/19 - 02/28/23)

Source and Backup Documentation Required for Desk Reviews

o Instructions for Invoice Supporting Documentation
* ARG Invoice Supporting Documentation Checklist

e ARG Salaries and Benefits Worksheet

19-23 ARG Invoice RA - ARSOLA's Distribution Center and Community Services 19-23 ARG Invoice RA - Building Opportunities for Self Sufficiency
19-23 ARG Invoice RA - Epidaurus 19-23 ARG In . _— — — -
1923 ARG Invoice RA - Foothill House of Hospitality 19-23 ARG Invq ) B
[19-23 ARG Invoice RA - Interfaith Shelter "erwmk,lnd Open okt it sigw 30 19-23 ARG Invg X * ¥ ST SONE Y SONNNYIRS D NIRSS % SRSt o Y2
19-23 ARG Invoice RA - Mercy House Living Centers Opon Sk sow i 19-23ARG Inve O9ee T Newlelse
19-23 ARG Invoice RA - Shelter Inc Open sk i incognts wndow 19-23ARG Inve = Crestwe Cloud F2 e e y ¥
19-23 ARG Invoice RA - Starting Over Inc. Save bk 20 | 19-23ARG Inve] & e
19-23 ARG Invoice RA - Victor Valley Family Resource Cef o7 =% sedrem 19-23 ARG Invd] - i““"
& Domnicass
D Muse
- . . & Petom
Right click on the file and select Save Link as. Save the o
- Windows (C)
workbook to your local computer. 2 recasho
- Public Orve (P)
- Shared Dowve (%)
Do not rename the file. P s | 125 ARG e Bkl Shohe Nebwor- o
Save astype  Micresoft Excel Macre-Ensbled Wierkiheet
A Hide Folders

Exit the web browser and work directly from the saved file.

Prior to each reporting period, download and save the I
updated workbook that is on the BSCC website. S SMMUNLTY
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Passwords and Formulas in the Invoice Workbook

Password ?

"19-23 ARG Invoice Template.xism’ is protected.

Password: |

oK

Cancel

X

Each time the user opens the
workbook, they will be
prompted to enter a password.
The password is the grant
agreement number located on
your contract (e.g. 401-20).

File

In most cases, Excel

Home

Inset  Draw

Page Layout

A .
Atrobat M Search

Formulas Data  Revew View Heb

W|I| prompt the user to 1\ PROTECTED VIEW B2 careful—emal aitachments can contain vinusss Jness;.mmedt-:td{cssée':-:xstr,‘ri":r.edec'm,

enable macros. When
this prompt appears,
select Enable Editing
then Enable Content.
Enabling these options
will allow you to enter
information into your
Invoice.

Home Insert Page Layout Formulas Data Review View Help Acrobat £ Tell me what yd
> X 5 oy | i
D A Cut Arial I ~|A A === - 2, Wrap Text General

[D Copy ~

Paste . — e f ° . 0 <
& Format Painter BTN e 2 ﬁ' T o e EM&QQ&CCMU $ % 9
Clipboard e Font s Alignment ™ Number =

| ) SECURITY WARNING Macros have been disabled. I Enable Content I

Mi11 Jx
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